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2.3.01     POLICY/PURPOSE  

 
The integrity of the Alexandria Police Department depends upon the personal integrity 
and discipline of each employee.  Therefore, it is the policy of this Department to 
investigate all allegations of misconduct, including anonymous complaints, against the 
Department or its employees, and to take remedial or disciplinary action if needed. All 
complaints, whether initiated by citizens or Department employees, are to be thoroughly 
and fairly investigated, reviewed and documented. [52.1.1] 
 
The purpose of this directive is to establish procedures for investigating and resolving 
complaints involving Department employees. 
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Supervisors are encouraged to initiate Unit Level Inquiries for alleged Group I and II 
offenses (See City AR 6-20). 
 
Repeated and/or multiple documented Group I and II offenses, or any Group III offense 
shall result in the initiation of an Administrative Investigation. Prior to the initiation of an 
Administrative Investigation, guidance should be sought from the Office of External 
Affairs and Professional Responsibility. Administrative Investigations may result in 
formal discipline at the direction of the Chief of Police.  
  
AR 6-20 Group I, II, and III offenses are to serve as a guideline when determining 
appropriate action. Consult with the Office of External Affairs and Professional 
Responsibility with any questions or concerns.   
 
 

2.3.02     DEFINITIONS  

 
Administrative Investigation – Method for conducting a formal investigation into 
multiple Group I or Group II offenses where counseling / coaching is deemed to be 
ineffective or inappropriate; or any allegation of a Group III offense; or any formal 
investigation as designated by the Chief of Police or his/her designee. 
 
BlueTeam – Web based “frontline” software component which streamlines 
administrative files from the field, through the chain of command, to their ultimate 
destination in the IAPro database. Entries may include Unit Level Inquiries, 
Administrative Investigations, Use of Force Investigations, Miscellaneous Entries, 
Awards / Commendations, Vehicle Crash Data, Firearm Discharge Data, and Pursuit 
Reports.  
 
City Administrative Regulation 6-20 – City of Alexandria Regulation which authorizes 
the City Manager or designee to discharge disciplinary action against employees. AR 6-
20 provides purpose and policy for administering discipline to employees as well as 
guidelines for determining the appropriate level of discipline to impose for various levels 
of unacceptable performance and conduct. (SEE APPENDIX B) 
 
Counseling / Coaching – When minor policy violations or performance issues are 
discovered, supervisory counseling / coaching may be the most appropriate way to 
address the issue with the subject employee. Oral or Written counseling / coaching 
notifies the employee of the deficient behavior and provides a means to address the 
behavior outside of the disciplinary system.  Counseling / coaching, whether written or 
oral, Performance Improvement Plans (PIP), training, EAP referrals, etc. are not formal 
discipline and therefore are non-grievable.  
 
External Complaint - Complaint or notification of policy violation made against an 
employee of the Alexandria Police Department by anyone outside of the Alexandria 
Police Department. 
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Formal Discipline – Discipline imposed by the Chief of Police as the result of an 
Administrative Investigation. Discipline can consist of an Oral Reprimand, Written 
Reprimand, Minor Suspension / Loss of Leave (3 days or less), Major Suspension / 
Loss of Leave (4 days or more), and Termination.  
   
IAPro – Internal database used to electronically capture and catalogue information 
contained in administrative files. The system is managed and by the Office of External 
Affairs and Professional Responsibility and is only accessible by members of the Office 
and the Chief of Police. 
 
Internal Complaint – Complaint or notification of policy violation made against an 
employee of the Alexandria Police Department by another member of the Alexandria 
Police Department. 
 
Unit Level Inquiry – Method for addressing minor (Group I or Group II) policy violations 
/ performance issues. 
 
Use of Force Investigation – Method for reviewing an incident in which an employee 
of the Alexandria Police Department utilizes some type of reportable force. 
 
 

2.3.03     SCOPE OF THIS DIRECTIVE  

 

A. The provisions of this directive concern alleged or suspected violations of federal 
statutes, state statutes, city ordinances, city administrative regulations, Departmental 
directives and oral or written orders. 

 
B. These violations include those reported by the public, either orally or in writing, by 

telephone or by correspondence to anyone employed by this Department. Violations 
also include any incidents that are observed or known by Department employees, or 
those reported by the City Manager’s Office. 
 
 

2.3.04     AUTHORITY AND RESPONSIBILITIES 

 
A. Responsibility for Departmental disciplinary actions rests with the Chief of Police. 

Except for supervisory responsibilities and emergency suspension, the Chief of 
Police or designee must approve all formal Department discipline. [26.1.5] 

 

B. Employees of this Department will perform the duties and assume the obligations of 
their rank or position in the investigation of complaints or allegations of misconduct.  
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C. It will be the duty of all employees to cooperate fully with investigators assigned to 
conduct investigations.  All employees will truthfully answer all questions directed to 
them by the investigators, supervisors, or commanders, as well as furnish written 
statements. In addition, they will give all pertinent information of which they may 
have knowledge that is related to the investigation in question.  Employees will not 
encourage any other person to withhold information or to provide untruthful 
information during any investigation. 

 
D. The commander of the Office of External Affairs and Professional Responsibility will 

compile an Annual Statistical Summary on complaints received from both external 
and internal sources. This Summary will be made available to the public and to the 
employees of this Department. [1.3.13; 52.1.5] 

 
 

2.3.05     REPORTING OF VIOLATIONS 

 
A. All complaints will be restricted to the specific allegation(s) of misconduct, 

violation(s) of the law, or of Department and other lawful orders and will not include 
those incidents of differences of opinion relating to matters that are subject to being 
resolved in court. 
 

B. Department employees receiving complaints against other employees of this 
Department will immediately notify a supervisor, who will determine the need for a 
Unit Level Inquiry or Administrative Investigation. Employees will not advise 
complainants that a complaint must be reduced to writing before it will be accepted. 
Complaints will be accepted regardless of whether the complainant offers a written 
statement. 

 
C. The commander of the Office of External Affairs and Professional Responsibility will 

notify the complainant when an Administrative Investigation is initiated. Notification 
may be made by mail, email or telephone and will be documented in the file. 

 
D. The commander of the Office of External Affairs and Professional Responsibility will 

notify the Chief of Police immediately upon receiving complaints regarding discharge 
of a weapon other than at an approved range, allegations of brutality, allegations of 
criminal activity, allegations of sexual harassment, and other complaints of a 
sensitive or controversial nature as determined by the commander of the Office of 
External Affairs and Professional Responsibility.                      [52.2.2] 

 
E. The commander of the Office of External Affairs and Professional Responsibility will, 

except in those cases where confidentiality is necessary to the investigation, notify 
the commander of the employee and the employee of the complaint as soon as 
practical. 
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F. When employees are notified, by being issued an APD-67 by the commander of the 
Office of External Affairs and Professional Responsibility or designee, that they have 
become the subject of an Administrative Investigation, they will be issued an 
Employee Rights and Responsibilities Form (APD-68), relative to the investigation. 
                                                                                                                         [52.2.5] 
 

G. If the complaint is made in person, every effort will be made to obtain a written or 
recorded statement from the complainant at the time the complaint is lodged; 
regardless of against whom the complaint is made. 
 
1. If the complainant is unable to complete a written statement and/or participate in 

a recorded interview at the time the complaint is lodged, the complaint will be 
accepted. 

 
2. The oral or written statement should include a full name, address, phone  

 number, date of birth, social security number (voluntary), sex, and race of the  
 complainant. However, complainants may remain anonymous if they so choose. 
 
H. If, for reasons bearing upon the impartiality of the investigation or the need for 

secrecy, any person believes that a complaint may not be handled properly if 
reported through the normal channels as outlined, they may report directly to the 
commander of the Office of External Affairs and Professional Responsibility, or if 
necessary, the Chief of Police. 

 
 

2.3.06  UNIT LEVEL INQUIRY PROCEDURES 

 
A. Complaints of Group I offenses will be handled by the employee's immediate 

supervisor through the Unit Level Inquiry process. Supervisors receiving complaints 
involving Group II offenses should discuss and collaborate with their commander to 
determine whether to proceed with the Unit Level process or to initiate an 
administrative investigation (see 2.3.07).  
 

B. Employees initially receiving a complaint (Internal or External) will document the 
complainant’s contact information and a brief summary of the allegation. This 
information will be forwarded to the subject employee’s immediate supervisor for 
follow up. 

 
C. The subject employee’s immediate supervisor will make contact with the initial 

complainant and conduct a recorded interview, detailing the nature and facts 
surrounding the allegation. 

 
D. The subject employee’s immediate supervisor will generate a Unit Level Inquiry in 

BlueTeam and input all appropriate information including a detailed summary of the 
allegation on the “summary” page. 
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E. The subject employee’s supervisor will take the appropriate action to determine the 
validity of the complaint and document those efforts in BlueTeam. 

 
F. Additional documentation, if any, should be attached to the incident in BlueTeam 

(Photographs, APD7, Recordings, etc.) 
 

G. The employee’s immediate supervisor shall determine if counseling / coaching is 
appropriate based on the findings of the inquiry. If appropriate, the supervisor shall 
administer counseling (oral / written). Documentation of this counseling session shall 
be attached to the Unit Level Inquiry in BlueTeam. If counseling is not appropriate 
(no violation occurred) this must also be documented and attached to the Unit Level 
Inquiry in BlueTeam. 

 
H. If, during the course of the Unit Level Inquiry, a Group III offense is alleged or 

discovered, the investigator will take appropriate action as outlined below in 2.3.07. 
 

I. Once the Unit Level Inquiry is complete it will be forwarded via BlueTeam to the 
Office of External Affairs and Professional Responsibility ensuring the Investigator’s 
supervisor is copied on the forward. 

 
J. Unit Level Inquiries are considered to be part of an employee’s Unit Level File and 

will be purged from the employee’s record on a rolling 24 month schedule. 
 

 

2.3.07  ADMINISTRATIVE INVESTIGATION PROCEDURES  

 
A. Commanders will consult with the Office of External Affairs and Professional 

Responsibility prior to initiating an Administrative Investigation. An Administrative 
Investigation should be initiated for complaints alleging: 

  1. a Group III offense, 
  2. Group II offenses where a Unit Level Inquiry/counseling would not be  
   appropriate, or  
  3. repeated Group I or Group II violations where counseling is deemed insufficient.   
 
B. The Office of External Affairs and Professional Responsibility will complete a  
  Complaint/Inquiry Form (APD-67) and open the investigation in IAPro. The APD67 

will be forwarded to the supervisor of the employee via BlueTeam for service to 
subject of the investigation.  

 
C. The Office of External Affairs and Professional Responsibility will assign an 

Administrative Investigation number and assign to the appropriate investigator as  
  determined by the Commander of the Office of External Affairs and Professional 

Responsibility.   
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D. The commander of the Office of External Affairs and Professional Responsibility has 
the authority and discretion to assign any Administrative Investigation to division 
commanders. 

 
E. Investigations to be conducted by units outside of the Office of External Affairs and 

Professional Responsibility shall be forwarded to the appropriate Division 
Commander or Captain for assignment.  Such commander will promptly notify the 
Office of External Affairs and Professional Responsibility of the name of the 
investigator assigned to the case.  
 

 1. All investigations must be completed and approved by the Division Commander 
or Captain and Bureau Commander responsible for the assignment and 
forwarded directly to the Office of External Affairs and Professional Responsibility 
within 45 calendar days.                                                                              [52.2.3]  

                                                                                                                     
2. Requests for extensions of the 45-calendar day limit must be forwarded to the 

commander of the Office of External Affairs and Professional Responsibility from 
the assigned Division Commander or Captain and will be approved only when 
sufficient justification is present. 

 
F. All investigations conducted by supervisors or commanders will be forwarded via 

BlueTeam through the chain of command to the Office of External Affairs and 
Professional Responsibility for review, before being forwarded to the Chief of Police.  
  

G. Generally, the Office of External Affairs and Professional Responsibility will 
investigate all matters involving: the use of deadly force; incidents likely to result in 
civil litigation; alleged employee conduct of a real or potentially criminal nature.  
 
1. All Investigations conducted by the Office of External Affairs and Professional  

  Responsibility must be completed within 45 days. The Chief of Police may grant  
  an extension of time for investigations when, as deemed by him, there are  
  extenuating circumstances.   

 
 2. In instances of a criminal allegation, the Criminal Investigations Section will 

investigate the criminal aspect of the allegation. The Office of External Affairs 
and Professional Responsibility will conduct a subsequent Administrative 
Investigation into the policy aspect of the allegation. 
 

H. Written statements and/or recorded interviews will be obtained from the employee 
and witnesses, whenever possible.  If the complaint is found to be valid, these 
statements and other relevant evidence will form the basis for any disciplinary 
action. 

 
I.  The investigator will provide a status report to the employee being investigated 

every 30 days on information relative to the disposition of the case. Investigative  
status notifications and the manner in which the notification was made will be  
documented in the file. 
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J.   The commander of the Office of External Affairs and Professional Responsibility will 
notify the complainant concerning the status of the complaint(s) against the 
Department or its employee(s) every 60 work days and/or at the conclusion of an 
investigation. Only information relative to the disposition of the case will be released. 
Investigative progress status notifications may be made in writing or by telephone 
and will be documented in the file.                                                          [52.2.4a,b] 
 

K. When an investigation is completed, the investigator will include their conclusion  
      of fact and recommend that the complaint result in a finding of:  

                         [52.2.8] 
1. Unfounded:  The allegation is false or not factual. 
 
2. Exonerated:  The incident complained of occurred but was lawful and/or proper. 
 
3. Not Sustained:  There is insufficient evidence either to prove or disprove the 

allegation. 
 

4. Sustained:  The allegation is supported by sufficient evidence. 
 

5. Policy Review:  The allegation is true and, although the action of the employee 
was within existing policy, the policy should be reviewed. (As a part of this 
finding, the employee's Internal Investigations log will show "Policy Review" as 
the disposition.) 
 

L. Upon completion of the Office of External Affairs and Professional Responsibility 
review, all investigation reports will be forwarded to the Chief of Police who may 
accept the recommendations, remand the report for further investigation, or change 
the report recommendations. 
 

M. The final results of all investigations will, upon approval of the Chief of Police, be 
conveyed by the Commander of the Office of External Affairs and Professional 
Responsibility to the employee and his or her commander. 

 
N. All final investigation memorandums should be written in the format specified in 

Appendix A and included as an attachment in BlueTeam.  When disciplinary charges 
result from a police vehicle accident, copies of all required reports, to include 
photographs of damage to vehicles or property, shall be included with the written 
memorandum.                       [1.3.6] 

 
O. Access to investigative files will be limited to the Chief of Police, Office of External 

Affairs and Professional Responsibility personnel, and others approved by the Chief 
of Police.                                      [52.1.10] 
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2.3.08     SUSTAINED COMPLAINTS 

 
A. Once cases are completed, the Office of External Affairs and Professional 

Responsibility will send a Notice of Investigation Results to the affected employee(s) 
through the chain of command via BlueTeam. 

 
B. When a commander receives a memorandum from the Office of External Affairs and 

Professional Responsibility instructing him or her to impose disciplinary action, up to 
and including a written reprimand, on an employee within his or her command, the 
commander will implement the disciplinary action by the due date on the 
memorandum, or contact the Office of External Affairs and Professional 
Responsibility to explain any delay.  The commander will return this memorandum 
(and written reprimand when directed) after the disciplinary action has been 
implemented, noting the date of completion.  If training is involved, the commander 
will send the original memorandum back noting when training has been scheduled, 
and send a follow-up memorandum when training has been completed. 

[26.1.4.a; 33.1.5] 
 

C. Discipline can be implemented when the notice is received by the employee, except 
under the following circumstances: 
 
1. Whenever the employee notifies their supervisor and the Office of External 

Affairs and Professional Responsibility within 48 hours of notice that he or she 
does not intend to accept the discipline, an internal review will be available prior 
to implementing the discipline. The employee must request the internal review.
 [26.1.6] 
 

2. Even if the employee decides immediately to accept the discipline at the time of 
notification, he or she does not waive the right to appeal the action. 

 
3. Whenever the case involves major discipline, which includes termination, 

demotion, major suspension of more than three days or loss of more than three 
days of annual leave. 

 
D. When the discipline includes a major or minor suspension, loss of leave, or any 

action more severe than a written reprimand, the discipline shall only be imposed by 
the Office of External Affairs and Professional Responsibility in conjunction with the 
Human Resources and Recruitment Section.  
 

E. Records of formal disciplinary actions will be retained in an employee's Department 
personnel file for two (2) years. Records over two (2) years old will be purged from 
the Department personnel files in July of every year. The City’s Human Resource 
Department will retain copies of disciplinary actions in their files until the file is 
scheduled for destruction after retirement, termination, resignation, etc. 
                [26.1.8; 52.1.2]                                                                                                       
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2.3.09     SPECIAL PROCEDURES FOR ALL EMPLOYEES 

 
A. All employees of this Department may be required to undergo medical and/or 

laboratory examination(s); or submit to a polygraph, upon the approval of the 
Director of Human Resources, City Attorney’s and/or Commonwealth’s Attorney’s 
office(s). Employees may also be required to be photographed; participate in a line-
up and/or submit financial disclosure statements when requested.          [52.2.6] 

 
B. When a complaint is received (or the assigned investigator concludes) that the 

incident is of a criminal nature, the employee receiving the complaint will 
immediately contact the Commander of the Office of Professional Responsibility who 
will, in turn, contact the Chief of Police and the commander of the employee. A 
decision will then be made to arrest the employee forthwith, obtain a warrant, or 
delay action pending further investigation.                                         [52.1.3, 52.2.2] 

 

C. When it becomes known that a warrant has been issued in any jurisdiction for an 
employee, this information will be directed to the on-duty patrol commander who will 
notify the Chief of Police, Commander of the Office of Professional Responsibility, 
and the commander of the employee. 

 
D. When a warrant has been served on an employee prior to the investigator's or the 

Department's knowledge, the employee learning of or serving the warrant will 
immediately notify the on-duty patrol commander. The patrol commander will 
proceed as in section C above. 

 
 

2.3.10     ADMINISTRATIVE LEAVE IMPOSED BY THE CHIEF OF POLICE 

 
A. Pursuant to City Administrative Regulation 6-18, where unusual circumstances 

preclude an employee from fully or satisfactorily fulfilling the duties of his/her 
position, the Chief of Police, with the approval of the City Human Resources 
Director, may place an employee on administrative leave.  Such leave may be with 
or without pay, for periods of time not to exceed 90 calendar days on any single 
occasion.  Employees placed on administrative leave are notified in writing. [52.2.7] 

 
B. Employees placed on Administrative Leave under this section remain subject to all 

Department rules, policies and procedures.  Sworn personnel may have their police 
powers temporarily suspended for the duration of the administrative leave period at 
the discretion of the Chief of Police.   

 
C. When their police powers are suspended, officers will surrender all Department 

issued police credentials, badge, issued/assigned weapon(s), extra magazines, 
radio, MDB, access cards, and take-home vehicle (if assigned) to the commander of 
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the Office of External Affairs and Professional Responsibility or their designee.  
While in this status, employees are not allowed to operate any Department vehicles 
or work any extra-duty or secondary employment.  They must, however, appear in 
court on scheduled dates or when lawfully subpoenaed.   
 

D. Employees on Administrative Leave are to remain available to be called Monday 
through Friday between 0800 hours and 1600 hours and will provide a telephone 
number at which they can be reached. 

 
E. When placing employees on Administrative Leave, the Office of External Affairs and 

Professional Responsibility will notify Human Resources and Recruitment, Facilities, 
and IT staff, as needed. 

 
 

2.3.11     TEMPORARY RELIEF OF DUTY 

 
A. A division commander, the commander of the Office of External Affairs and 

Professional Responsibility, or a higher authority may temporarily relieve an 
employee of duty when it reasonably appears that such action is in the best interest 
of the Department. Such relief of duty may occur when an authority determines, in 
his or her judgment, that the employee is under a physical or mental condition which 
might render the employee incapable of adequately performing duties or make it 
likely that he or she will perform them in such a way as to embarrass or discredit the 
Department or jeopardize the safety of any person or property. Temporary relief of 
duty may also occur when there is substantial evidence to believe that the employee 
has committed an act or omission of such a flagrant nature as to render his or her 
continued presence on this Department a source of embarrassment.          [52.2.7] 

 
B. Whenever possible upon relieving any employee under this section, the imposing 

commander will immediately notify the Chief of Police, the commander of the 
employee, and the commander of the Office of External Affairs and Professional 
Responsibility, regardless of the time of day.                                                   [52.2.2] 

  

C. When relieved of duty under this section, the employee will continue to receive 
normal City pay. Officers will be relieved of all law enforcement functions and will 
deliver to the imposing division commander all Department issued police credentials, 
badge, issued/assigned weapon(s), extra magazines, radio, MDB, access cards, 
and take-home vehicle (if assigned). 

 
D. An employee receiving a temporary relief of duty under this section will be required 

to report to the Office of External Affairs and Professional Responsibility, 
accompanied by his or her commanding officer on the next business day at 10:00 
a.m. unless otherwise directed by competent authority.  The commanding officer 
imposing the temporary relief of duty will also report at this time. 
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E. An employee receiving a temporary relief of duty under this section may be required 
to submit to a fitness for duty evaluation prior to being reinstated to a full duty status.  

 
 
By Authority of: 
 
 
 
 
Michael L. Brown 
Chief of Police 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


































